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1. Basic Functionality of Outlook Web Access

How to Login to Outlook Web Access (OWA)

To access OWA, click on this link: https://webmail.state.vt.us or type the URL into your web browser.

Microsoft®

Outlook'Web App

Security [ show explanation )

@ This is a public or shared computer
This is a private computer

[C] Use the light version of Outlook Web App

Domainuser name: |

Password:

Connected to Microsoft Exchange
© 2010 Microsoft Corporation, All rights reserved.

Enter [domain]\[username] and password, as shown in screenshot below, then hit Enter or click Sign in.

User Name: enter your [home domain]\[network username] i.e. vsms\john.doe, or ahs\jane.doe
Password: enter your domain password — this is the password that you login to your workstation with.

NOTE: Username may differ depending on your network naming conventions.

If you need further assistance, contact your helpdesk or your technical support contact.
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Change Password

Click on option top right corner — Change your password
@8l Find Someone Options ~

. Options

Set Automatic Replies...
Change Your Password...
Create an Inbox Rule...

See All Options...'

Select a Theme
- £ - “
‘tv‘-‘/d LA ; >
=

Click on Options, then Change Password

Outlook Web App

Mail > Options

X ¥ m B B ¥ R &

Organize E-Mail Mail Spelling Calendar General SentItems  Regional Password S/MIME
Groups
Settings Change Password

Phane Enter your current password, type a new password, and then type it again to confirm it.

Block or Allow After saving, you might need to re-enter your user name and password and sign in again. You'll be notified when your password

has been changed successfully.

Domain\user name: VSMS\Karen.Canas
Current password: \

New password:

Confirm new password:

v/ Save

Mail

Within the folder tree, there is enhanced drag and drop functionality from the mail list. You can drag and drop single
or multiple items from the mail list into folders and interact with those items by right clicking and choosing actions
within the menus. If you have items that are vaulted you can drag and drop them within your own mailbox, but you
must open and forward or restore to move them to another mailbox.
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Integrated Notifications e
2] Mew Mail (7]

Forwar| =] Cohen, Howard
Notifications of new mail drop down from the folder title Enterprise Yault area
next to the Help icon (instead of a pop-up on the Window’s Taskbar). They remain for 5 seconds before disappearing.

Mail Module ,_ﬁ_] Mew - - -% :?{ ..E - -E-ﬁ a Reply ﬁ Reply to all ﬁ Forward Toolbar

From the mail module toolbar, a user can:

Change the mail list to single-line view instead of the default multiple-line view. .
Adjust the “Reading Pane” that’s shown on the right by default. Options include Off, Right and Bottom. '%
Delete Items X
Move or Copy to a folder A -
¥ [k=1) @ | Fron
Date
Last Week i
Arrange messages Conversation
i Cam F
r ram
= 0 Mad
= 0 Mad Tﬂ
. =1
Right-click on the From, Subject, Received, Size... toolbar to view more Size sorting options.
Types of sort include Conversation (shows threads of specific message Older Subject topics), Type,
Attachments, Importance, Flag Due Date, and Flag Start Date. B My T,

NOTE: When in multiple line view, the toolbar only displays “Arrange by”, but still allows for custom sorting by right or regular
clicking anywhere on the toolbar.

Back to Top
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Composing Mail

NOTE: These features are also available to you when scheduling a meeting invitation in Calendar mode.

From within the New Mail Toolbar you can:

e Access messaging options to set
importance, priority, and request

receipts.

e Choose to format your message

HTML or Plain Text.

e Use the HTML editor to change

=send [ 0 G &

HTML w

HTML
Plain kext

| Tahoma

v w+ B I U

4 w_& ? x '—'6' @Options...
= =0 -

1
<

— a— | o
= 1— | €2
s— 31— | =

A
mi

and color or add a hyperlink to a

document.

e Click on the double-headed arrow
font toolbar for more formatting options.

Full featured Address Book

T O E
W F e
=t

This displays the Global Address List, Contacts, and Rooms (Resources), and is browseable and fully searchable.

Auto-complete mail names

When you type the first letter of a mail name in the To, CC
boxes, Auto-complete suggests possible matches based on

=1 5end

you have typed previously. Or you can use the “Check

icon.

MTD... Emp

Serena

[ ce...

Subject:

Tahoma =

kKemp, Serena
Office: Mot Available
Phone: 802-823-0085

Add to Contacts...
Properties...

Remove

Updated 06/16/2014

A To...
8 ce...

Subject:

H 0 =28 ¥ 3 @&V

g

Sullivan, Ruthann [Ruthann.Sullivan@state. vt us]
Kemp, Serena [Serena.Kemp@state, vt,us)

@ hitpsy//webmailstote vt us/ae=TtemBla=Opendit—AD Recipient. . =] (= s

Kemp, Serena

Contact Alias Serena.Kemp

E-mait Serena.Kemp @state.vt.us
Phone 802-828-0065

Information Department

Organization ¥

Information and Innovation

Availability Tue 7/1/2008 “ Show only working hours
Tuesday 7/1f2008
G000 w000 103 1100012 PM 100 2
4 3
Address (Mailing
dress)
City Montpelier

Map This Address. ..

@ ' Trusted sites | Protected Made: Off

RI10% -

5

read

fonts,

on the

or Bcc
names
Names”

Personal Properties — Right-click on a resolved name to view their properties,
e.g. office location and phone number, where available.
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Access or search the Address Book — at any time from the main OWA toolbar (see icon opposite); when composing mail, from the message

Find Someone I

Display details — Click on an entry in the address book to display details for that person in the Reading Pane opposite. Details displayed

window toolbar, or by clicking on the To or Cc button.

include Calendar availability.

Spell check — Click on spell check after composing your mail to highlight misspelled words — simply right-click on a highlighted word to view

alternative options. % Hi
re. next Wendesday's meeting - I hope to hear
4 Wednesday's
Regards
o 5 Wednesdays'
Ignare
Ignore Al

W Acceptw | P Tentativer | 3 Dedine~ ,E

Microsoft Meeting
Kemp, Serena
Flease respond.

Reading Pane
Required: Boudreault, Rhonda

When: Thursday, June 26, 2008 10:30 AM-12:00 F

Buttons for responding to Calendar items (i.e. Accept, Tentative, and Decline) are now integrated into the Reading Pane of
messages, so you don’t need to double-click on an invite in order to respond.

danew -~ | [l B0 X | B3 5 ChReply | SfRe

Search Management Committee Ll &
[] Resultsin: Subject and message body Lo
[[] | From w
Find items in our mailbox quickly and simply via the integrated [7] Category: [l Blue Category - search bar.

Click on the double-headed arrow to perform an advanced search.

Search

This Folder

This Folder and Subfolders
All Folders and Items

Set Default Location " 2 This Folder search across the currently selected folder or user-selected location provided

In the Mail module, Search is shown as one field above the mail list that will

This Folder and Subfolders by a drop_down menu
All Folders and Items

NOTE: The integrated search is also available in Contacts and Tasks views.

Attachments - Web Ready Document Viewing

Read Word, Excel, PowerPoint, or Acrobat attachments as web pages (HTML) — no need to have MS Office or Acrobat Reader
installed on our computer. Click on the [Open as Web Page] link to quickly view the document in a web viewer. It is, of course

still possible to Open or View an attachment in the usual way.
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Message Flagging

16:0 A0 B kL
15: ¥  Today
¥ Tomorrow
Flags can now be associated with start dates for Tasks. = s
Tuel ¥ Mextweek
Tue| ¥  NoDats
¥ Mon 21/04/2008 L
e . . Tar
Right-click on a flag to view options. 1% et Date and Reminder...
v Mark Complete
Clear Flag
Set Default Flag 3
Labeling (Categories)
Click on the Categories icon (next to the flag) to color code messages, in addition to or
Tue 15/04 1KB - stead of flagei
instead of flagging.
Tue 15/04 1ME il gging
Tue 15/] [ Blue Category
[] B Green Category
1971220 [ Orange Category NOTE: You can also categorize Calendar items, Contacts and Tasks.
10122 ] [ Purple Category
[] M Red category
[] [ vellow Category
Ikems 1 Manage Categories...
Clear Categories

Delegate Mailbox access

To open a shared mailbox, first click on your mailbox name on the top right of the OWA window then enter the name of the
mailbox that has been shared with you in the Open Other Mailbox prompt. Click Open... The mailbox that has been shared with
you will open in a new window.

Boudreault, Rhonda -

Open Other Mailbox x

select mailbox:
Far

Kemp, Serena Open...

NOTE: You must be granted Full Access by another user in order to open their mailbox in OWA. This feature is therefore only of
use to those who have Delegate access to another account, e.g. Pas.

Opening another user's mailbox
With Exchange 2010, you can select a mailbox to open from the GAL, and it "nests" into the left pane along with your default
mailbox. OWA also remembers which mailboxes you opened and displays them when you log on the next time.
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@ https://webmail state.vt.us/owa/Tmodurl=0%

Click the
triangle gl x_

£ - @ & X | 0] Boudreault, Rhonda - Outlo... % next to your (QiRelts

File Edit View Favorites Tools Help

9% | Desktop Stuff + G¥ Computer Virus Attacks, L.

| Mews 8 Wy +

. name.
fi - B = 201

| Orders » | StateStuff v | viangstuff + | Zone v *§ Bookmarks @~

Outlook Web App
Mail > Inbox 225 ltems

4 Favorites
[ Inbox (46)
[ Sentltems
& Deleted Items (1)

4 Boudreault, Rhonda
=) Inbox (46)
(A Drafts[1]
[ Sentltems
@ Deleted Items (1

3 footprints
3 Tunes
[@ Junk E-mail [21]
3 McAfee alerts
3 Mobile Device
la] Motes
3 OlderIn
C3 Older Sent
[F) RSS Feeds

b B8 Search Folders
[ Secuirty Advisories
C@ Verizon
L3 wsus

[~ Mail
ﬁ Calendar

85| contacts

@ Tasks

@ Public Folders

@ Search Archives

sign out

Boudreault, Rhonda -

New ~ Delete - Move - Filter ~ View -

Conversstions by Subject ~

P .y

Aon top

- C——— e ——

Enter the mailbox
name and click
“Open”.

Open Other Mailbox

Select mailbox:

x

Open___

View mailbox size instantly

Mail

U &E P B

The right-click folder

& Inbox (76 Items)
= £ Boudreault, Rhonda ~| AAnew - | [E
(|
11.18 MB of mailbox space pox
used. At 33.01 MB you will not be
able to send mail. i Date -
FootPrints Todav
[ Importan,
E Inbox & Open
f_a Junk E-m Open in New Window
Keepers | ...
g Lesl::: ‘3 Move Folder...
B Motes % Copy Folder...
Move Folder (5 outbox
Copy Folder (S sentrten X Delets
Py B [ Sync Issy Rename
New folder [ Tasks
« R Create Mew Folder...
Mark All as
<] Mail {3 Mark All as Read
“Empty _
= I 5/  Empty Folder

Hover mouse over your mailbox name to display the maximum allowed

mailbox size and current usage.

tree context menu now includes:

creation and in-place folder renaming
Read” action for folders
Folder” to delete all items in one click

#100% -

NOTE: A new Option to empty the Deleted Items Folder on log off is also provided in the new Options pages.
Updated 06/16/2014
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Access to mailbox archives (Enterprise Vault)

OWA 2010 allows users to access archived mailboxes from within the OWA interface so that you can get access to the archived
messages no matter where you are.

O] https://webmail statevt.us/owa/?modurl=0

P-eXx

File Edit View Favori

95 | Desktop Stuff v @ Computer Virus Attacks, L.,

ites Tools Help

|, News 8& Wx v

|, Orders v |, StateStuff v | vtangstuff v | Zone v -" Bookmarks

I » » Co Panel ECPi Q] Boudreault, Rhonda - Outlo... % -

e o~ v [ dm v Pagev Safetyv Toolsv @~

Outlook Web App

Mail > Public Folders 0 ltems

Basic search

|Erowser search

sian out | Boudreault, Rhonda ~

W8 Find Someone Options -~ @ -

|Advanced find...

|Loak for: Find New |[Help | G, Enterprise Vault - Advanced Search
In Vault: Boudreault, Rhonda -
In folder:
\% Search Vault Boudreault, Rhonda Subject contains:
i&‘? e Subject contains any of = Message body contains:
@ Restore Author  contains any of ¥ Add = " .
lessages rom:
é Contents Content  contains any of = Messages sent ta:
':i List All Recipient contains any of = Age
Help Date From: To: Date: created v more than months ago
Expired Date From: To: Size
File Extension Size: bigger than KB
Retention Category - Atiad ) )
Eolders I [ e ] File name extension:
Search Attachments (Findnow ) [ Cancel ] [[_giear_] [_Feie_J
Results Items: 10 ~ Detais: Medium = T
| search | Clear
e
8 Mail
Caler * )
<., Click on "Search
T Archives
g Public Folders i
'@ Search Archives
#100% v
Calendar
The Calendar has been completely redesigned with lots of added
functionality and visuals: & s o emig New B IPW AppoinimentEst 2005 Frr i
idsend W 0 O 8 B oY & - & Hm v @
Appointment | Scheduling Assistant
Start: Wed 7/2/2008 ¥ ZL30PM ~ | End: | Wed 7/2/2008 ¥ Z30PM A [¥] Show only warking hours
[} Select Attendees Lnn PM 1:00 PM 2100 PI 2100 PI 4300 PR ;;‘W Suggested Times
e New calendar views for daily, weekly, and work week including a i B it 777772 < ameam - >
B | Kemp, Serena. SM TWwWTF S
new Reading Pane preview available for all views so you don’t G R
. . . 15 16 17 18 19 20 21
have to double click to open an appointment to see the full details. -
e Enhanced Date Picker with current date selection and view R
B . || (2 Select Rooms - F| Thowr b
settings reflected for daily, weekly, and work week. e [ sam
e  “Smart” scheduling with integrated free/busy status indicators for Bzorz oe
J:30PM
each meeting invitee and meeting time. Bzoi2 es
Bzof 2 free

Updated 06/16/2014

|| Msusy [ Tentatve  [outof Office

No Information [Good [IFar [MPoor

«/ Trusted sites | Protected Mode: OFf H100% v
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How to view another user’s calendar in OWA

NOTE: In order to see the information of a user, this user must have given you the permission to share their information with
you. You will not be able to make changes to the other user's information in Outlook Web Access, even if you have been granted
rights to make changes. Other user's folders are opened in Outlook Web Access as "read-only" by default.

Click to open a new tab —

Once you are logged into OWA, open a new tab and type the following link | & Boudreautt, Rhonda - Outlook Web Access into the

address bar, changing user.name to the user whose calendar you wish to view:

https://webmail.state.vt.us/owa/user.name@state.vtus/?cmd=contents&f=calendar

Tabs are only available if your Internet Explorer has been upgraded to version 7. To find out which version of IE you are running,
from the internet toolbar, go to Help and choose About Internet Explorer. A dialog box will pop up with the version you are
running. If you are running an older version of IE, follow the same directions above omitting the “open a new tab” step. Use
your browser’s back button to go back to your OWA mailbox.

/= Calendar - Internet Explorer provided by Dell

- - Ll £ https:_a'a'webmai|.stata.v't.us_a'owa_fmstate.v‘t.us_f?cmd:contents&f:calendar

File Edit View Favorites Tools Help

GOuglE Cl+ m Go J’ % Bookmarksw | A% Check ~ % Autolink « AutoFill | e Send tov O Settingsw %Col‘wer{ - ESeled
I |88|v\1@ Microsoft Exchange - Outl... !@Calendar oo~ - f=h v ;b Page v {C} Tools = -
August 2008 v ]_|5| - Today :ﬁDa\; Aﬁ'\-'u'ork \-'-a'aekTﬁ Week ﬁl’ﬂonth )( ;_11
This tab is your This tab is the other
OWA mailbox user’s calendar

Side-by-side calendars

Another feature is the ability to open up a shared calendar and view it side by side with your own calendar. This is invaluable if you need to

make plans that include coordinating your schedule with someone else's. You can share your calendar with other users of your Exchange
2010 server.

Updated 06/16/2014 S:\AOA\DII\DII - WebContent\OWA How-Tos\OWA-User-Guide.docx
10



|§| https://webmail statevt.us/owa/Tmodurl=0%

L ~ @ ¢ X || |0 Boudreault, Rhonda - Outlo...

Eile Edit View Favorites Tools Help

5% | Desktop Stuff ~ I Computer Virus Attacks, 1. | News&Wx > || Orders » | StateStuff v || vtangstuff = | Zone = *§ Bookmarks T~ v [ #h v Pagev Safety~ Tools~ @~
mlook-WebApp <ign out | Boudreault, Rhonda -
Calendar » August, 2013 = @ Find Someone Options - @ -

< 2013 > New - Delete GotoToday [H B B B8 share- view- @&
Jan Feb Mar Calendar x P
< 0 |on e Hie ar +Hh f cat - P - an +Hh f cat
Apr May  Jun 30 30 BTl oLl a9 3 20 ~ BEl
u| 28 29 30 31 Aug I (2 28 29 30 31 [Aug E[2 3

Jul m Sep Aug . ’ = | rrom uy 22 T 500 PM |

ot Mov  Dec S o] ) [FR EN— —

-~ Gt | Ol
-] A -

4 WMy Calendars
4 Calendar

. 4 5 6 7 8 9 10 4 6 7 8 9 10
0@ T oew e N MY AN e e
O L L R e
O -

O &@&
O
D
C 11 12 13 14 15 16 17 11 12 13 14 15 16 17

B | .- Pose  Oule

O .- L.
O - o
O &@& -

O
R ——

g 18 19 20 21 22 23 24 18 19 20 21 22 23 24
O el -~ - L Oehes
O ]

O Rt

4 Other Calendars -

B Mail

=] calendar 25 25 27 28 29 30 31 25 26 27 28 29 30 31

Land A e e e e

Contacts -

@ Tasks po— -

@ Public Folders ol

@ Search Archives

#100% -

Public Folders

Public Folders.

= 3 Public Folders

< | DII - Deskkop Support (1624 Items, 1629 Unread)

2 ®new | [ K B-| F | seachy

[ ACCD - Public Folders

[ ADM - Public Folders
[ AGR. - Public Folders
[ ANR, - Public Folders
[ AOT -Public Folders
[ BGS -Public Folders
31 DG - Public Folders
[ DHR. - Public Folders
=) [ DI - Public Folders
{3 DII - Calendars
=) [ DII - Messages

[ DII - Telecomn

[ DI - Biling
[C3 DII - Compco

[ DII -Desktop S

-] ™ail

7 calendar

8-
] Tasks
e
9 public Folders

Contacts

Documents

Updated 06/16/2014

Arrange by: Date ~ Hewest ontop +

Last Month

=1 Morrison, Sue 5/23/2008
ACD Training

4 sullivan, Ruthann 5/23/2008
RAS Booked for Tax ACD training

1 sullivan, Ruthann 5/23/2008
Tax Dept - ACD for Help Desk training

4 Cohen, Howard 5/21/2008
FWi: SAV 10,2 Server for Desktop Support

4 Morrison, Sue 5/21/2008 7
Testing if I can see this entry

=l Morrison, Sue 5/21/2008 T
Patty Houston

4 Morrison, Sue 5/21/2008 7
Patty Houston

=l Morrison, Sue 5/20/2008 T
Patty Houston (Harry has unti 10:30)

41 Canas, Karen 5/7/2008 7

@ Emailing: IT Documentation - OWA 2003 FAQ.htm

41 Canas, Karen 5/7/2008 7
FW: microsoft
Ttems 1 b 50 of 1629 44 ki

Public folders have been added to the OWA folder tree and can be accessed

normally. Users can add, copy, move, delete and search just like an OWA folder.

NOTE: Public folders are not available in OWA Light.

Back to Top
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2. New Features in OWA 2010
Conversation view

OWA 2010 provides the same conversation view and experience as Outlook 2010: By default, messages are displayed in threads
so that all the messages on a particular topic are grouped. No more searching for a previous message to check what the response
is referring to. When a new message in a thread comes in, the whole thread gets moved chronologically to the date/time of the
new message. Conversation view has its benefits and drawbacks, but if you don't like it, you can turn it off. Just right-click Arrange
By, scroll down to Conversations, and deselect Show Messages In Conversations.

ll (O] https://webmail statevt.us/owa/Tmodurl=0

0O - @ ¢ X | 0 Boudreault, Rhonda - Outlo... %

Eile Edit View Favorites Tools Help

s | Deskiop Stuff ~ WV Computer Virus Attacks, L. || News & Wx v || Orders =

. State Stuff v

|| viang stuff = |

Zone + 4 Bookmarks ”

[0 v [ d# v Page~ Safetyv Tools~ @~

Gutlook Web App

Click “Use Conversations” to

sign out | Boudreault, Rhonda -

Mail > Inbox 182 Items nd Someone Options - 0 a
4 Favorites Mew ~ Delete - Move - Filter - Wiew - organize by conversation. =
2 Inbox (20 .
5 Sn t;(t ThIS icon Search Entire Mailbox Group by Conversations
= Sent kems h q .
Cony This view groups all messages with the same
@ Deleted Ite di e e r i avure s 1o SUBjECt together into one item and helps Click again to turn off
indicates a kaalpjlra::k of everyln-ne s replies. conversations view. Mon 10:30 AM
4 Boudreault, Rh i ; « Use Conversations
2 Inbox (20 conversation. 2 SharePaint - inside.vermont.goy See more Conversation options... word 15SUE=bl690 FRUJ=3/
(A Draft erdh P Mon 9:49 AM
rarts . eading Pane
3 Sentltems PHS this document has been update Right )
& Deleted Iterns Boudreault, Rhong 7 ot Mon 9:49 AM
i

LA footpr g Message from MS OFFICE Off i a
&2 mne EXpand the ) —— Mon 9:06 AM ¥

- n (=) Boudreault, Rhonda Sent ltems
g k- triangle icon a "

McAf

3 Moni LO ViEW 3 Boudreault, Rhonda Sent ltems
. Nete conversation =3 Mon 9:03 AM o
[3 Older £ (no subject)
3 ouer ItEMS. View -+ Mon B:46 AM
[ RSS Feeds = - Group by Conversations Click on “See more

3 iﬂ Search Folders

This view groups all messages with the same
subject together into one item and helps you

Conversation options”

g iﬁ(uﬂyAdV'Sﬂ”ES keep track of everyone's replies. ' i i =an %
erzen versati VIEW MOr ons.
£ WsUs = https://webmail statevt.us/ecp/?rfr=owap=Customize/Messac ¥ Uk Conversations - S, to vie ore opt ons # & 3t
See more Col options...
File Edit View Favorites Tools Help .
i Reading Pane . N
' || Desktop Stuff v @ Computer Virus Attacks, L. |, News 8Wx~ | © | Zone v #§ Bookmarks + ) - [ @ v Pagev Safety~ Took~ @@~
= Right =
ot + Bottom "
Qutlook Web App & sign out | Boudreault, Rhonda
Mail > Options My Mail @ -
AB o i
_ 4 ¥ = B 5B ¥ A &
b= il Mail  Spel Calendar  General  Sentl Regionsl  Password  S/MIME
Organize E-Mail il pelling alendar eneral ent Items egiona asswor /
j Calendar
Groups
8| contacts Settings
@ Tasks Phane
. » - " »
@ Public Folders Block or Allow v -
. » - - .
@ Search Archives
https://webmail. state.vt.us/ows,
Conversations
Sort messages in the conversation Reading Pane in this order:
@ Newest message on top
©) Newest message on bottam
Choose how to sort the messages in List View in an expanded conversation.
» 5 @ Match the sort order of the Reading Pane

() Show the conversation tree

[ Hide deleted items

V' Save

Updated 06/16/2014
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Ignore option

If you belong to mailing lists, you'll appreciate this new feature in Outlook 2010, which you also get with OWA 2010. Sometimes,
the group will engage in discussions that don't interest you at all. Now you don't even have to see them. Just select Ignore
Conversation from the action menu and any further messages in that conversation will be automatically deleted. This can be a real
time-saver.

| @] https://webmail.state.vt.us/owa/ L - @& & X | 0] Boudreault, Rhonda - Outlo...

Eile Edit View Favorites Jools Help

9% | Desktop Stuff v IGJ Computer Virus Attacks, 1. | News&Wx = | Orders v || StateStuff = || vtangstuff = | Zone = ] Bookmarks > [ R v [] g= ~ Pagev Safetyr Tools~ @~
6ﬁflook'WebApp sign cut | Boudreault, Rhonda -
Mail > Inbox 212 ltems W Find someone options - @ -

4 Favorites New - Delete - Move - Filter View - 5}

[ Inbox (37

= re Mailbox o .|y
[ sentltems
@ Deleted Items (1

Conversstions by Subject ~ A on top

4 Boudreault, Rhonda - — * Reply 0 ) ) - -
2 Inbox (37 8 Reply Al Right click on the
(2 Drafts i Forward

conversation, choose

3 Sent Items
E] :
£ “Ignore Conversation”.

< Forward as Attachment
@ Deleted Items (1
3 footprints Mark as Unread
3 iTunes
[@ Junk E-mail [20]
[3 McAfee alerts
3 Mobile Device

Archive

Create Rule...

=]
1
&
X Delete
X
2
I
=]

fa] Notes Ignare Caonversation
(5 Olderln Move to Folder...
3 Older Sent

— Copy to Folder... Ignore Conversation *
[ RsS Feeds

[ Search Folders
3 Secuirty Advisories

=] Open Delivery Report -
P yRep @ This will delete all the messages for the selected

conversations from all folders except Sent tems.
3 Verizon All new items that are part of the selected
L3 wsus . - conversations will also be deleted.

[”] Do not show me this message again

oK Cancel
Choose OK to delete

the conversation.

[ Mail
ﬂ Calendar
85| contacts
ﬂ Tasks

&9 Public Folders

@ Search Archives

H100% -
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Forward as an attachment

It's a little thing, but sometimes it's the little things that matter most. With OWA 2010, you can forward an email message as an
attachment. This can come in handy if you need to forward a message to someone but don't necessarily want the person to open
it immediately. You can create an original message where you can tell the person about the attachment -- or example, you might
forward a message that possibly contains a virus to someone who provides technical support for you.

| O] https://webmail statext.us/owal L~ & & X || 0] Boudreault, Rhonda - Outlo... %

Eile Edit View Favorites Jools Help

L |, Desktop Stuff = Computer Virus Attacks, 1. |, News&Wx ~ | Orders v | State Stuff + || vtangstuff = | Zone » *§ Bookmarks ” ~ E] v =] @ ~ Page~ Safety~ Tools+ -
w4 P i ! A ! ! 9 A = 9 ety

Eﬁﬁook'WebApp sigr out | Boudreault, Rhonda -
Mail > Inbox 215 Items 1e0ne options - @ -
4 Favorites New ~ Delete - Move - Filter ~ View - g
5 tobox 39) Search Entire Mailbox o v

[ SentItems
@ Deleted Items (1)

Conversations by Subject = A ontop nght click on the

N ——————— - = e

4 Boudreault, Rhonda S Reply message and choose
e S — 2 el “Forward as
rafts orwari

& Sentltems E—— Attachment”. An
S 1 e —— - — - - - <l Forward as chment R B
@ Deleted ltems (1 —~ email message will
3 footprints = Mark as Unread h
CF iTunes s G—— e ———— —— B Archive pOp up where yOu
[ Junk E-mail [20] can address the
3 McAfee alerts e —— e e — e - & create Rule... el ZeErasrEia
3 Mobile Device ¥ Delete pprop Y.
la| Notes L A — ] Ignare Conversation
g g::arlsn . 5 Move to Folder...

oo e —— - — - 2 Copyto Folder...
[F) RSS Feeds

i @ Search Folders 93 Open Delivery Report

3 Secuirty Advisories
@ Verizon

8 " B
Cd Wsus (= Untitled Message - Windows Internet Explorer w__—'lélég
‘@ https://webmail state.vt.us/owa/?ae=Item&t=IPM.Notedia= New&id=RgAAAACIeUYESE0TIOLI5ieQbPCBwDqYhQPQNKNVG ﬂ|
Send [ 0 - m 8, ¢ 3 E F- H- options. [HTML - [?]
To..
il
Ccun
Subject:
[ Mail
Attached: = "Malware detected and handled... X
ﬁ Calendar
- - v B I U = = ¥ & #¥. A. ¥
B=| contacts Tahoma 10 g H 5 = = i |
@ Tasks

@ Public Folders

@ Search Archives

Rhonda Boudreault

State of Vermont - DIT

133 State Street <= Montpelier, VT 05633
Tele (802) 828-5856 <+ Fax (802) 828-1244

#100% -
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Delivery report

Another new option on the action menu is Open Delivery Report. If you've ever sent an important email and then agonized over
whether it got to the recipient, this feature will be one of your favorites. You can search for messages you've sent to a specified

recipient, messages you've received from a specified recipient, or messages with specific words in the subject line. The delivery
report will show you on what date and at what time the message was submitted and when it was successfully delivered.

ll (O] https://webmail statevt.us/owa/ O - & ¢ % |0 Boudreault, Rhonda - Outlo... %

Eile Edit View Favorites Jools Help

9% | Desktop Stuff v IGJ Computer Virus Attacks, 1. | News&Wx = | Orders v || StateStuff = || vtangstuff = | Zone = ] Bookmarks ” [ R v [] g= ~ Pagev Safetyr Tools~ @~
Efﬁlook'WebApp sign cut | Boudreault, Rhonda -
Mail > Inbox 215 Items W&l Find someone Options - @ -

4 F;‘orites New - Delete - Move - Filter View - [}

S 1;;:;’;::5 e Mailbox I

Conversstions by Subject ~ A on top

@ Deleted Items (1
N ———— ——— - e .

4 Boudreault, Rhonda =1 Reply
% IDnb:tx-EQ — g Reply All
rafts Forward
[ Sentltems
{5 Deleted Items (1 e w—— - m— e e - 02 Forward as Attachment
B footprints 1 Mark as Unread
3 iTunes - 8 Archive . .
(@ Junk E-mail [20] @ Right click on the
B3 Mchfee alerts - —— - — e — - Create Rule.. message and choose
[ Mobile Device ¥ Delete . 9 :
k] Notes e ——— e —— - - & 1gnore Canversation Open DellVery
g - 3 Move to Folder.. Report”. A “Delivery
55 oS Feeds S S | [ copy to Folder.. Report” will pop up
" o oy ot - e with the results.
L3 Verizon
3 wsus . . - - a»
@ Delivery Report - Windows Internet Explarer
Delivery Report L7
FW: Hello
- . From: Boudreault, Rhonda
b Mail
B calend To:  Vansuch, Basil
&) Calendar
Sent: 5/1/2013 10:16 AM
8=| contacts
b Tasis % E-Mail This Report
@ Public Folders
g Delivery Report for Vansuch, Basil (Basil.Vansuch@state.vt.us) I
B Search Archives
Submitted -

8/1/2013 10:16 AM
The message was submitted.

Delivered

8/1/2013 10:16 AM
The message was successfully delivered.

X Close
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Same premium experience without I1E

OWA 2010 supports the complete, premium experience on Mac OS X with Safari as well as with Firefox.

OWA is compatible with:

Integrated IM/presence information

OWA 2010 integrates directly with Microsoft Office Communicator 2007 R2, allowing you to see the presence status (available,
busy, away, etc.) of other users within your organization and even engage in a chat with them. You can also engage in multiple

chat sessions with different people at the same time.

- -

‘ - . . - . .
e Automatic reply end date: Monday 8/5/2013 7:00 AM Auto reply: | am out of the office until August 5th
with limited access to email [ will respond as soon as possible. If you need to report an ssue please contact the DIf Help
Desk. Thank you. Remove Recipient

<Back to Top>
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Exchange Control Panel (ECP)

Users can do more with the ECP, such as creating and managing distribution groups, tracking their own messages, setting up
retention policies for their messages, and updating the property fields information in their Active Directory user accounts.

% The Exchange Control Panel (ECP) in Exchange 2010

O] https://webmail statevt.us/owa/Imodurl=0 L ~ & & X || (0] Boudreault, Rhonda - Outlo... X

File Edit View Favorites Tools Help

95 | Desktop Stuff v ) Computer Virus Attacks, 1. || News&Wx » | Orders v | StateStuff v+ | vtangstuff = | Zone v *J] Bookmarks T ot v [ g=h ~ Pagev Safety~v Tools~v @~
o
Outlook Web App Boudreault, Rhonda -
Mail > Inbox 247 tems Wil Find Someone Options - @ -
4 Favorites Mew - Delete - Move - Filter - View - Options 2
[ Inbox (54 Search Entre Malbox 2 v Set Automnatic Replies...
= Sent ltems Change Your Password...

@ Deleted Items (2 Cenversations by Subject 7 Aen top Create an Inbox Rule...

- — See All Options...
4 Boudreault, Rhonda

[ Inbox (54)

[ Drafts

@ Sent [tems

@ Deleted Items (2)

3 footprints

Select a Theme
O
A (Zhaa L

>

3 iTunes
[@ Junk E-mail [25]
3 McAfee alerts
3 Mobile Device
k] Notes —— — e - — e - -
3 OlderIn
3 Older Sent
() RSS Feeds
i L8 Search Folders
E3 Secuirty Advisories
[@ Verizon
L@ wsus » . - - - e -

| ——— i ——

[~ Mail
ﬂ Calendar
&=| contacts
@ Tasks

@ Public Folders

@ Search Archives

#100% ~
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http://www.youtube.com/watch?v=Sb98rTOoJfQ

General Account Information

My Account
Account Information - Boudreault, Rhonda Shortcuts to other things you can do
General
Display name: - &] Tell people you're on vacation
E-mail address: - -
Contact Numbers '?_;E Learn how to get Direct Push e-mail on your mobile phone
Waork phone:
Mobile phone: & Connect Outlook to this account
Eait ?k Change your password
Organize E-Mail
Inbox Rules
o
P \\?
Organize E-Mail Inbox Rules
Inbox Rules

Choose how mail will be handled. Rules will be applied in the order shown. if you don't want a rule to run, you can turn it off or delete it.

B New... - Details g
On Rule

There are no items to show in this view.

Automatic Replies (Out of Office)
&

Organize E-Mail i Automatic Replies

Automatic Replies

Don't send automatic replies

(7 Send automatic replies.

[ Send replies only during this time period:

Start time:  Fri 8/2/2013 |

End time:

Send a reply once to each sender inside my organization with t

Tahoma vii0 v| B I U  ake

[7] Send automatic reply messages to senders outside my organization

ntacts list

Tahoma

 Save

<Back to Top>
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Delivery Reports

Organize E-Mail ot

Delivery Reports

Use Delivery Reports to search for delivery information about messages that you've

sent or received. You can narrow the search to messages with certain keywords in the Search for messages
subject. I've sent to

Search for messages I've sent to: Select this option to find
@ Select users ~ messages you sent. To

) find messages sent to
Search for messages that were sent to me from: anyone, leave this box
blank.
Search for these words in the subject line: Learn More

P Search | fx Clear
Search Results

e

From To Subject Sent Time -

There are no items to show in this view.
Groups
Public Groups

&

Public Groups

A public group is a collection of two or more people in an organization's shared address book. You can create groups, which will appear in the address book for others to use,
Group owners can restrict membership. You can also join or leave an existing group.

Public Groups 1 Belong To Public Groups I Own
g&‘ Jain... Q Q
Search groups P Search groups Pl
Display Name “ E-Mail Address Display Name < |E-Mail Address
There are no items to show in this view. There are no items to show in this view.
<Back to Top>
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Settings

Mail - E-Mail Signature, Message Format, Message Options, Read Receipt, Reading Pane, Conversations

4

E-Mail Signature Read Receipts

Tahoma v|wov B I U abke

== = Choose how to respond to requests for read receipts.

@ Ask me before sending a response
@ 9 Bk T

Always send a response

Rhonda Boudreault
State of Vermont - DIT

() Never send a response

' Reading Pane

Choose when items should be marked as Read.
@ Mark the item displayed in the Reading Pane as Read

Wait 5 seconds before marking the item as Read
Automatically include my signature on messages I send Mark the item as Read when the selectian changes

(& Don't automatically mark items as Read
Message Format

Conversations
[7] Always show Bec
7] Always show From Sort messages in the conversation Reading Pane in this order:

@ Newest message an top
Compose messages in this format: HTML ~ ~

(©) Newest message on bottom
Choose message font:

Choose how to sort the messages in List View in an expanded conversation.
Tahoma viilov B I U A - @ Match the sort order of the Reading Pane

() Show the conversation tree
Sample Text

7] Hide deleted items

Message Options

After moving or deleting an item: open the next item -

Play a sound when new items arrive
Display a notification when new e-mail items arrive

isplay a notification when new voice mail items arrive

isplay a notification when new fax items arrive

[] Empty the Deleted Items folder when I sign out

' Save

Spelling Options

Spelling |

Settings Spelling Options

Choose your spelling options.

Ignore words in UPPERCASE
Ignore words with numbers
Always check spelling before sending

Use this dictionary to check spelling:
English (United States) -

Mote: If you want to check spelling for a message in a different language, use the Spelling menu in
the message compose form.

 Save

<Back to Top>
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Calendar - Appearance, Text Messaging Notifications, Reminders, Automatic Processing

Settings Appearance

Choose how your calendar should look.

Show work week as:

sun Mon [7] Tue wed [¥] Thu Fri Sat

Set your working hours:
Start time: 700 AM  ~
Endtime: 330 PM

Mote: Current time zone is (UTC-05:00) Eastern Time (US & Canada)
[] show week numbers in Month view
First day of week: Sunday -

Show hours in;

(©) 15-minute increments

0-minute increments

Text Messaging Notifications
Text messaging notifications are not set up for you yet.

Set Up Notifications...

d in the next |1

dar is up

days

working hours

Send only during

No

Daily Calendar agendas

Send at:

General - E-Mail Name Resolution, Accessibility

Settings E-Mail Name Resolution

Reminders
Set your reminders,

Show reminder alerts
Play a sound when a reminder is due

Default reminder: 15 Minutes ~

Automatic Processing

Automatic calendar processing is currently turned off,

Turn On Automatic Processing

Delete meeting requests and responses that have been updated

ss requests and r es from external

otifications about forwarded meetings

 Save

General

When resolving names, check first in:

Global address list
) Contacts

Accessibility

If you have low vision and use a screen reader or high contrast settings, you can select the check box
below to optimize your viewing experience in the future. To update this setting, save your changes and

sign out.

[7] use the blind and low vision experience

<Back to Top>
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Sent Items Options

I:aj

Sent Items

Settings Sent Items Options

You can choose whether messages sent by someone else on your behalf appear in your Sent tems
folder.

When a person sends a message as someone else, recipients don't see who actually sent it. For
example, if Tony sends a message as Kweku, the message appears to come directly from Kweku,
When a person sends a message on behalf of someane else, it's clear who sent the message. For

example, if Tony sends a message on behalf of Kweku, the message header says "From Tony on
behalf of Kweku",

Messages sent as this mailbox will appear in the Sent Items folder of the:
Sender mailbox -

Messages sent on behalf of this mailbox will appear in the Sent Items folder of the:
Sender mailbox -

Nate: These options apply to delegates and people who have permission to send as or on behalf
of this mailbox.

J Save
Regional Settings - Language, Date Format, Current time zone
Settings Regional Settings
Choose your language, the date and time formats to use, and your time zone,
Language:
English (United States) -
[] Rename default folders so their names match the specified language
The language you choose will determine the date and time formats below.
Date format: (For example, September 1, 2010 is displayed as follows)
9/1/2010  ~
Time format:
101 AM - 1L:59 PM =
Current time zone:
(UTC-05:00) Eastern Time (US & Canada) -
J Save
Change Password
Password
Settings Change Password
Enter your current password, type a new password, and then type it again to confirm it.
After saving, you might need to re-enter your user name and password and sign in again. You'll be
notified when your password has been changed successfully.
Domain\user name: VSMS\Rhonda.Boudreault
Current password:
News password:
Confirm new password:
J Save
E-Mail Security
S
_ S/MIME
Settings E-Mail Security

S/MIME lets you encrypt and digitally sign e-mail messages you send, view encrypted content in
| messages you receive, and verify senders' digital signatures.

This computer doesn't have the S/MIME control installed. You can download it by clicking the link
belovs and then clicking Run in the Internet Explorer dialog box that appears.

Download the S/MIME control
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Phone

Mobile Phones

Mobile Phones

Mabile Phones
Phone

Use Mobile Phones to remave a phone from the list below, access your device recovery password, initiate a remote device wipe or block your phone if you lose it. To add a new
phone to the list below, configure the phone to synchronize with Microsoft Exchange,

Details Show Recovery Password z
Device Phane Number Last Sync Time * | Status
There are no items to show in this view.
Text Messaging (SMS)
£
Text Messaging

Text Messaging (SMS)

Phone Text Messaging lets you send text message notifications to your mabile phone.

Status: Off

Turn On Natifications...

When text messaging notifications are turned on, you can set up:

Calendar notifications...

E-mail notifications using an Inbox rule...

Block or Allow

Junk E-Mail Settings
i)

Block or Allow

Junk E-Mail Settings

Don't move e-mail to my Junk E-Mail folder

(0 Automatically filter junk e-mail

Safe Senders and Recipients
Don't mo

nail from thes: ders or domains to my Junk E-Mail fo

®

Edit Remove

Enter a sender or domain here ‘

[&] Trust e-mail from my contacts
Blocked Senders
Move e-mail from these senders or domains to my Junk E-Mail folder.
Edit Remove
Enter a sender or domain here |

[ Don't trust e-mail unless it comes from someone in my S

afe Senders and Recipients list or local senders

' Save
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